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Records Munagewment Officer, GB8-14

Varagemeni:. Staff
Records Mioagement Staff
Project Siaff

Berves as the Chief of the Project Staff, responsible for developing
and edwinistering projecte designed to provide effective programs for all

departmonial and field izational componenty of the ney int
{ - reporis managepent; correspondence mensgenent; (3 file standards;
4) recoris systems; and (5) vitel mmterinla. Tn sddition, serves as

- Deputy Chief of the Recorfis Mansgement Steff.

1. Provides steff espistance on progran fevelopment covering modifi.-
caticns in the overall Program, nev ggprosches To paperwork prebless, and
stalfing and training neefls.

2. Moeats with top Agency officimls in orfer to provide thenw with ad-
vice and ussistance 1n developing and opersting their respective records
panhgensnt programs; ssgipts thew in resolving their records c#nagewent
problens and stimulates themw to install and operate positive records

menRgeneni. programa.

3, Keeps abresst of pll developments within the seope of the Project
Btaff as gtated above in order to recognize thase nethods and techniques
vhich may be adaptable for Agency use,

L, Serves as top Agerey technical consultent on all matters relative
to reports and correspondence menagement, Tile stanlards, records systems
and vital materials.

5. Interpreis laws, iiniam » declaions g regulations ezacted by or
imsusd by the General Saﬂ ces Adwinistration pertaining to resords manage-
went .,

6. Muintains liaison with the National Archives snd Records Service of
the Genernl Services Adwinigtration regarding fhe opermtion of the Agency's
prograzs 'or reporis anfl correapondence managbuent, file standerds snd
records gymtenms,

T+ Directs the developwent and administratiion of the follewing Ageney
programs?

nagewent - The application of improved uniforw
Weeedurea for the preparation and handling

a; ;.:Les for f1le minmmma
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d. Regords ?‘Eﬁﬁ - The application of iwproved systeme and
aqu 7 Tacilitate record opsrgtions.

1813 - The timely seiection, transfer to & reposi-
S mminienance of records essentisl to operation of the
Agency in an ssergency.

1. The only guldes sasisting the work of the incusmbent are generel
policies of the Agenty; goneral guides in Federsl Agency Manuals and
issusnces; public lmwe snd executive orders. XNest of the guldes are genersl
in their application and require considersblie ivterpretation.

2. Qeneral supervision is received from the Chief, Records Management,
Btaff who coordinates the records management prejetts, as defined in
S8ection-I, puragraph 7, with other phasss of the Records Management Prograw.
Work is revieved for conformance with technical.and sdministrative policies
estgblishel by the Agency. Written and oral instructions are received in
the form of & statement of the m-oblem with @ request for remedisl action.
The Chief of the Records Mansgewent Steff iz comsulted for sdvice on policy
watters. :

RIBENTS

1. Xuovledges and Ahilities

Kinovledge of the wethods, pripciples and practices asspciated with
a comprehensive records menegement prograu; wyledge of spplicable Executive
Orders, Comptroller General Decipions, laws and regulmtions; antlytical
abllity, ability to clemrly express ideas orally sand in writing, ability to
recognize nnd define recortls wenmgewent problens; ability to use effectively
the tools, methods, technigues, procedures aad Practices employed in recorde
manmgement; abllity to plan, organize and direct the work of others ; abllity
to interpret decisions, regulations, policies &nd instructions in terms of
their impmot upon the internal afministration of a large organitation;
ability to effect adequate solutions to couplex records management problems;
ability to design and instell or revise records anagewent metheds . procedurece
or rﬁetimm; ability to estBdlish and maintain Pavorable workipg relationships
with top executive persomnel snd abllity to aseume end delegate responsibility.

2. Work rience Wucation

Edght and one-half years of experisuce is required of which 5§ years
1a specialized experience snd three yesrs of relpted experience, i.e.,
ssively responsible vork ip business adeinistration or writing., Speciml-
ixed experience is the full-time performance or supervision of 8 records

menagenent @otiviily; servipg as sn administrative officer in & Goversment ageney

or in a large«scele business or infustrial congeyn with responsibility for a
pesitive records management prograw; senagement purvey work of & nature which
ineluded an important element of records uenRgewent; serving as a tescher of
courses in records mansgement in a sehaol above the high school level; or other
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administrative activities possessging & high degree of relationship and
transfer to records wandgament activity such a¢: organization snd methods
exanwining, prograc analysis, sarchival, scienae, persomnsl sdnindstretion
position elaseification, imbulation project plenning, machine agcounting,
budget adminiatration, SUpply administretion, yrinting wanagement and trans-
?o?nima uhnagement. Allowable substitutions for required experience are:
1) successful completion of undergraduste study of a nature which did not
involve extreme gpecialization in the nsturel sciences or fine srts wey be
svbetituted the besis of one full year of s¥udy or nine monthes of relate]
experience; ?2‘) suecessfyl completion of all required study for a Master's
degree in pudblic sduinistration, business sdministration, in ustrial engineer-
ing, industrisl mansgement, politiea’ science, personnel aduinistration,
archival seience, a?asmtion &nd methods exxfining, records mrsgement or
& comparable spesinliization 8y be substituted Tor ope Year of specialized
éxperience anl three ysars of related experience; (3) successfu) completion
of #ll required study for g doctorate in one of the flelds epeeified in
(2) avove may be substituted for two years of specialized experience mnd
three years of related experience. #*

IV, BSCOPY AND EFVECT o WORK

The yosition is charecterized by responsibflity for directing prolects
apd mgrvhing 8 staff vithin & broad sctivity of records mandgement in
order Jrovide the entirve Agency with effective records mmpagement services
in this bromd ectivity. The inguwbent also serves ms techniesl sxpert on
that aetivity, Zrrors or auissions will diminish the effectiveness of records
Banegepent in the particular activity with consequent failure to obtain the
direct and indirect savings possible in tiwe and mOney .

Toe substance of the work, managerial responeibility and the responsi-
bility for serving as tecluical conmultant all ¥equire origimml thinking, in-

itlative, or ingenuity. This factor is alsc reflected under other portions
of the description.

elsevhere in the deseription, incum-
operating officials aceeptance of
general records meansgeswent policies and practices, calling their mttention to
areas of probable Mmprovewent and resulting beneflits and endeavoring to invoke
a Tavorable :ﬁgiude towarfis records managewent in gcne?l s O proposed sur-
vey®, Or t0 obtaln genersl approval of survey results, Incupbent employs
perjodic cunfersnces with Arsa Records Officers for the purpose of imperting

W and improved techniques in the activity of records shnsgement for which
responsible.,

o %_m? Aenay Heg
n ;

gentes - {.e., winisynm Agenay specialized experionce
and sPecislized exparience upon which qualifiecation

2 .” ‘E .
ad) ere 18 wonths &t the G8-13 grade lsvel.

) ) an T | B
to present grade was bas
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08-15 From Records Menagesent OTficer, 08-13; to Records Mansgement Officer,

virx,

The National Archives hes a position of ¢hief, Curremt Reecords Branch,
G8-1h, which contains responsibiiities for surveys and signdards on n
Govermgent-wide basis for Loth the records Eydt4ns and reeords crestior as-
pects of records meansgement. Our position hes less operstionml scope but
about the game functiopal ascope. However, this . is at least mwiially com-
pensated for by the fact thmt the msaistance given to this Agency in these
matters is confined to gencrsl siandsrds » and other guidsnce materlal. This
guidance is wostly confined to reecord situations wvhich are sinilar through-
out the Government,

The Navy Depariwent lss a somewhat comprrable position of Deputy Chief
of the Off'lce Methods Divicion at GS-14.

The comparisons cited with other agencies indlecate & ceiling of GB-14
for s positien of this orgenisation loeation and scope. The 8¢ draft stand-
ards provide a positive basis for this grade. In view of these facts and
the Hg}azitgh: to the position of Chief of the Pivision, 0B-15, allocation
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